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TREASURER
NAME_____________________CLUB_____________________
HELPFUL HINTS FOR THE TREASURER

Each club is responsible for recording it’s own finances.  The purpose of a club treasury is to provide a financial resource for club work.  It is strongly recommended that clubs open a checking account.  The treasurer takes charge of the club’s money, with assistance from a designated club leader and his/her parents.  Accurate record keeping is a must.   
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    RESPONSIBILITIES OF THE TREASURER

· Be familiar with the Treasurer’s Book

· Keep 4-H money separate from personal or family money.
· Safe guard cash until it is deposited in the bank.
· It is advised that any amount over $5.00 be put into a checking account promptly.
· Checks of the 4-H Club should be co-signed with a club leader’s and the treasurer’s signatures.
· Be ready to give an itemized account of funds at any time on request of members or leaders or member’s parents.
· Understand the functions of a checking and savings account.
· Pay money out of the treasury only as voted by the club and with the approval of leaders.
· It is suggested to present the Treasurer’s Book and latest checking account statement in early September, to be audited by the leader, President and several appointed members.
· Turn over funds and accurate records to the successor when new officers are elected.
· Help the new treasurer understand his/her responsibilities.
· If the club should decide to disband, notify the 4-H Office immediately.  All club funds and property become 4-H property to be used with other clubs.
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 THE TREASURER’S BOOK

· The treasurer’s book is supplied by the county 4-H office and is to be kept by the elected treasurer.

· Be familiar with the treasurer’s book.

· Start by entering the balance from the treasurer’s book of previous club year.

· Keep an accurate record of all money received and its source.

· Keep an accurate record of all money paid out and to whom.

· Keep an accurate record of all dues (if dues are collected in your club).  Dues are up to the discretion of the 4-H families in the club.

· Generally receipts & disbursements in the treasurer book should coincide with deposits and payments in the checking account.

· Keep the treasurer’s book in balance with the check book.

· At the end of the year present the treasurer’s book to be audited by the club leader and other club members.  Turn over the past year’s treasurer’s book to  the person keeping permanent clubs records (usually the club leader).

· The County CCE 4-H may ask to audit the club financial records during the year.
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THE TREASURER’S REPORT
· Be ready to give an itemized account of funds at any time on request of members or leader or member’s parents.

· Report the balance at the last meeting (this amount should agree with the checking account balance).

· Report the amount of money collected since the last report.

· Report the bills paid since the last report.

· Report the balance in the treasury at present.
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THE CHECKING ACCOUNT
· To open a checking account, each club is required to have their                   own taxpayer ID number.  This identifying number may be 
   obtained by filing Form SS-4 with the IRS.  The form is 

        available from the 4-H office.

· Know how to write a check, make out a deposit slip and balance a bank statement.  Your 4-H leader will help you with this.  You are responsible for balancing the checking account.  This should balance with the amount in the treasurer’s book.
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